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CHAPTER I 
INTRODUCTION AND RELATED LITERATURE 
Introduction 
School supply administration is big business, the 
magnitude of which is not measured solely in dollars and 
cents. The management of this business is one of the 
largest and most important in any school community. 
DeYoungl links the manufacture of educational 
supplies and equipment with the publication of educational 
books which involves great expenditures. 
Educators agree that the child is the primary 
objective of the school. School supplies are involved 
either directly or indirectly in the instructional activity 
of the child, therefore,their procurement and availability 
are of utmost importance to the schools' primary objective. 
The purchasing of school supplies is measured chiefly by the 
contribution it makes toward the child. 
Reeder2 reported that approximately ten per cent of 
the current funds in the typical school system g o for school 
supplies. 
1 Chris A. DeYoung, Introduction to American Public 
Education (second edition; New York: McGraw-Hill Book 
Company, 1950), p. 495. 
2 Ward G. Reeder, The Fundamentals of Public School 
Administration (third edition; New York: Macmillan Company, 
1951), p. 377. 
In the Biennial Survey of Education3 , statistics 
showed that the states in the West North Central Region of 
the United States, which included: ( Minnesota, Missouri, 
North Dakota, Nebraska, Iowa, South Dakota, and Kansas), 
spent an average of ten per cent of the total amount of 
2 
plant expenditures for the purchasing of supplies. Although 
Iowa, South Dakota, and Kansas did not list any figures on 
expenditures for supplies in this report, it would be reason-
able to believe that the average of the four other states 
would be a representative figure. This report showed that 
the state of Minnesota spent seventeen per cent of the plant 
operating expenditures for supplies. 
The organization of purchasing in mos t of the common 
school districts of Kansas with which thi s research is con-
cerned, has not been such as to warrant the employment of a 
special purchasing a gent. The duties of purchasing have 
therefore inevitably fallen upon the superintendent of schools. 
The superintendent entrusted with this responsibility must 
see to it that policies are adopted and administered which 
will facilitate the utilization of materials in the class-
room in such quantities and at such times as they are needed. 
3 Federal Security Agency, Office of Education, 
Biennial Survey of Education in the United States (chapter 2; 
Government Printing Office, 19 501,p. 80. 
The superintendent~ activity as a purcha sing agent 
covers the selecting, purchasing, distribution and storage 
of instructional supplies. 
3 
Mort and Reusser4 in quoting from Engelhardt and 
En gelhardt, list t h e following rules concerning the superin-
tendents' relation to supply management: 
1. The board of education should limit its activi ty 
in supply management to determining policies and 
exercising broad general control. 
2. The board of education should place ful l responsi-
bility on the superintendent of schools, as its chief 
executive officer, fo r determining all matters r egarding 
supply management. 
3. The superintendent must be h eld responsible for 
the plan of organization for supply management, irre-
spective of the size of the system. 
4. In t h e office of the assist ant superintendent in 
charge of business affairs sh ould b e centralized all 
the details of budgeting, purchasing, distributing, and 
accounting for supplies. 
S. The machinery for purchasing and distributing 
supplies should be simple, efficient, and of standard 
procedure. Unnecessary delay and duplication of clerical 
work should be avoided. 
6. There should be a permanent and continuing system 
of accounting which will show readily at any time the 
quantity of supplies on h and, the quantity distributed, 
and where used. 
7. There s hould be a comp lete record of every trans-
action so that accurate knowledg e regarding appropria-
tions, expenditures, and b ills ou t standing is readily 
available. 
4 Paul R. Mort and Walter C. Reusser, Public School 
Finance (first edition; New York : Mc Graw-Hill Book Company , 
Inc., 1941) p. 308. 
4 
8. The record should be continuous and cumulative. 
9. All supplies (exclusive of perishable articles) 
should be purchased on competitive bids, but the assist-
ant superintendent in charge of business affairs should 
have authority, within limits, to make special and 
emergency purchases without bids. Such special and 
emergency purchases should, however, be reduced to a 
minimum. 
10. Accurate records of consumption of supplies p er 
grade should be kept for each building so as to enable 
those responsible for the preparation of the annual 
budget to estimate future needs in terms of enrollment. 
11. Unnecessary duplication of closely related types 
or items of supplies should be avoided. A stan dard list 
of the supplies used in the system should be adopted by 
the board of education and published. Each item shou ld 
be accompanied by definite specifications and probable 
cost. Such list to be modified as necessity demands. 
12. All records and transactions should confo r m to 
legal requirements. 
Purchasing of school supplies has been tak en too much 
for granted and in various instances h a s no t kept p ace with 
modern educational practices. This fact is sub stantiated 
with a statement by DeYoung5 in which he say s, 
Much school equipment is arch aic. Althou gh many 
teachers drive to school in this year's model of auto-
mobile, they use constantly in the classroom much equ ip-
ment and many supplies of Mod el T vin tage. 
Failure to p rovide better supplies is due in part to 
the apathy of the general pub lic; to restr i cted budgets, and 
to the failure of the classroom teach er to familiarize her-
self with the great variety and quality of u p-to-date sup -
plies and equipment. 
5 DeYoung, .££• cit., p. 495. 
E.arly day school supply purchasing was a relatively 
simple procedure since only a few items were necessary for 
the one teacher school. As the educ a tional program expand-
5 
ed and began to involve more pupils, te achers, and building s, 
the necessity of specialized items of supplies and equipment 
increased. Today the modern city school system, according to 
Mort and Reusser6 , has hundreds of different items of supplies 
in their storerooms. The cost of supp lies has increased 
proportionately with the increase in total cost of education. 
Unless the purchasing, storing, and dis t ribution of materials 
and supplies is carefully supervised and manag ed, t h ere is 
likely to be waste and inefficiency in making available 
these items to those who need them. 
Waller and Weber7 state that, 
Millions of dollars of sch o o l f unds are wasted annu-
ally because of inefficient and unec onomical methods of 
selection, purchasing and distributing of supplies, 
material, and equipment. 
Trial and error methods of buying h a v e p roved to be 
v ery expensive and unnecess a ry. 
Considering all the inadequaci e s and deterren ts in-
volved in school supply administration, it is only reas on-
able to believe that more investigation is desirable on thi s 
problem. 
6 Mort and Reusser,..££• cit., p. 305 . 
7 F. 0. Waller and C. A. Weber, " Purch asing in Sma l l 




The related studies dealing with the genera l aQminis-
tration of school supplies have been fairly numerous, but 
as far as this writer was able to ascertain, there have been 
no studies similar to this one conducted in the State of 
Kansas. Furthermore, no other studies were found in the size 
schools included in this investigation concerning the in-
structional supply activity as viewed by the school adminis-
trator, the classroom teacher, and the supply companies. 
The list of master degree theses, as found in the 
Fort Hays Co llege Library, was checked f or similarities. 
Additional checking was accomplished through visits with 
members of the Fort Hays Coll e ge faculty. Mr. E . E. 
Stonecipher of Pittsburg, Kansas, Coordinator for the Ka n sas 
Council for Improvement of School Administration, was also 
consulted on this problem as this council was very interest-
ed in such a survey. 
One study8made by t h e editors of School Execut ive 
Ma gazine, dealt with 5 00 school superintendents who re-
presented a cross section of top administrators of city 
systems whose school population was 5,000 and larger, had 
some similarity to this survey in the matter of selection of 
supp lies. 
8 11 Purchasing Habits of Schools Surveyed, 11 School 
Executive, 66 : 59 , January, 1947. 
7 
Another study by A. F. Nienhuser,9 of Cleveland, Ohio, 
was concerned with the time of making purchases. This study 
also pertained to larger communities. Still another study 
by L. E . ParmenterlO had to do with the time of purchasing 
and payment of accounts by school boards. Englehardt and 
Englehardt•s11 interview with different supp ly h ouses pre-
sented some interesting comments which will be compared to 
a certain degree with parts of this study. All of these 
studies mentioned will be referred to at a later time in 
this thesis. 
9 William C. Bruce, "Why Buy in June," American School 
Board Journal, 124:56, February, 1952. 
10 L. E. Parmenter, "How to Keep Down Cost of School 
Supplies," School Executive, 7 O: 54, October, 19 SO . 
11 N. L. Engelhardt and F red Engelhardt, Public School 
Business Administration. New York: J. J. Little and Ives 
Company 1927. pp. 683-686. 
CHAPTER II 
STATEMENT OF PROBLEM AND METHOD OF PROCEDURE 
The Problem 
This study is concerned with the selecting, purchas-
ing, storage and distribution of instructional school sup-
plies. This area of the administrative activity was chosen 
for investigation, in part, because of the writers own in-
terest and partly on the suggestion of the Kansas Council 
for the Improvement of School Administration. 
The specific problem with which this investigation 
is concerned is to determine if there are some common prac-
tices of selecting , purchasing, storage and distribution of 
instructional school supp lies in use by administrators in 
Kansas and to make a contribution toward the improvement of 
present practices of administration of school supplies. 
Definitions 
Instructional supplies. The term instructional sup-
plies has been used in this investigation to mean the small, 
nonpermanent materials utilized by the school staff for day 
to day instructional purposes, maintenance and operation of 
the school plant, or janitorial service, which are usually 
consumed with use. Certain instructional equipment such as 
visual aids and laboratory equipment may also be considered. 
9 
Limitations and Scope 
This research will include ninety common school dist-
ricts in Kansas maintaining an elementary and a high school 
and whose teacher population is not less than fifteen nor 
more than thirty-five. These size schools were chosen be-
cause they are all under the supervision of one individual, 
the superintendent of schools. In addition to the fact just 
stated, it seemed to the writer that these schools were 
near enough the same size that their common problems would 
be somewhat similar. For the most part, the cities involved 
were the larger third class cities and the smaller second 
class cities in the State of Kansas . 
Method of Procedure 
The method of research used in this study is divided 
into two main parts. The first part deals with library re-
search, and the second part deals with the preparation and 
distribution of three questionnaires. 
The library research consisted mainly of ch ecking 
through the Educational Index and the Readers Guide to Per-
iodical Literature for pertinent information on t he problems 
of the purchasing activity of schools. These references 
were then checked against the library's list of magazines 
on hand. Those periodicals not subscribed to by the Fort 
Hays State College Library were eliminated from the list. 
10 
The remainder of the references were scanned and 
classified as usable and non-usable. Those refe rence s that 
were considered useful were further studied and notes were 
taken from them for later use. 
Other library research included the reading of var-
ious chapters, on the general topic of school supply admin-
istration, in educational books as written by some of the 
outstanding authorities in the f ield of education. Included 
in this list of authorities were Moehlman, Sears, Mort and 
Reusser, En g lehardt and Englehardt, DeYoung , and Reeder. 
Consultations and visits with the writers ma jor pro-
fessor, other professors on the Fort Hays Faculty for the 
summer school session of 1952, as well as c l assroom teachers, 
principals, and superintendents helped provide a basis for 
the formulation of the questionnaires. 
An interview with Mr. E . E . Stoneciph er, Coordinator 
for the Kansas Counc il for the Improvement of School Adminis-
tration, and Kenneth Rehage of t he Midwest Administrative 
Center, University of Chicago, proved very beneficial for 
the general pattern of the survey. 
A preliminary questionnaire was first drafted and 
sent to twelve administrators of schools in the mid-western 
section of Kansas who were considered by the writer to be 
men of good professional standing. This questionnaire was 
directed to the superintendent of schools and was d ivid ed 
into three divisions: (1) Selecting Instructional Supplies, 
11 
(2) Purchasing Instructional Supplies, and (3) Storage and 
Distribution of Instructional Supplies. The questions con-
tained in this preliminary questionnaire were of the check-
type, answered mostly by checking the column Yes or No . A 
few single-word or number write-in answer typ e questions 
were also used. Suggestions and comments were encouraged 
and a few very good suggestions were received. Of these 
twelve schools contacted, only ten repli ed to the question-
naire at an early enough date to be of use in further study. 
F rom these preliminary questions and suggestions 
from ten administrators, a final questionnaire was prepared 
on the same order as the first one. ( Appendix A) This 
questionnaire was sent to thirty administrators of schools 
in cities of the second class and to sixty school a dminis-
trators of cities of the third class. The schools in these 
cities were all in common school districts supporting both 
an elementary and a high school. 
A second questionnaire was prepared, after interview-
ing the manager of one supply house, and sent to four school 
supply companies which serve Kansas schools. 
A third questionnaire was prepared for thirty class-
room teachers who were all in attendance at Fort Hays State 
in the summer of 19 53 . The above mentioned questionnaires 
also appear in Appendix A. 
TABLE I 
ANALYSIS OF QUESTIONNAIRES RETURNED 
Number Number 
Respondent Sent Returned 
Superintendents 90 74 * 
Supply Companies 4 4 







* Actually 80 superintendents made returns, but only 74 
were received at the time of tabulation. 
13 
The results of these questionnaires were studied and 
tabulated in per cent, wherever possib le, and f our columns 
were used for the t a bula ti ons. These columns used the head-
ing s: Yes, No , Sometimes, and No Answer. The headings Some -
times and No Answer were added to take c a re of some excep-
tions and for those who did not answer a ques t ion for some 
reason. The d a ta we r e then comp ared with accepted principles 
of school business manag ement as set forth by authorities in 
t h e field such as; Englehardt and En g lehardt , Sears, Moehlman, 
and the Committee on Supply Research of National Association 
of Public School Business Officials. 
CHAPTER III 
SELECTING, PURCHASING, STOR~GE AND DISTRIBUTION OF 
INSTRUCTIONAL SCHOOL SUPPLIES 
Purchasing Philosophy 
A written purchasing philosophy needs to be developed 
if a school -is to have an effective and efficient purch asing 
program. A good purchasing policy is outlined by Ha gman12 
in the following paragraph: 
Purchasing policy should be developed by t h e board of 
education under concern for controlling over-all expend-
iture while educational needs a re being met to best 
advantage. Most boards of education of small s y stems 
lack a policy in this important administra tive function 
and as a consequence difficulty may arise as the pro-
fessional administrator attempts t o a dminister t he 
service of supplies. In the intere st of good adminis-
tration, policy should declare who shall purchase, wh at 
kind of supplies and equipment may be purchased by the 
purchasing officer without special aut horization other 
than that provided by the budget, wh at amount of money 
may be spent in a given trans a ction by the purch asing 
officer, what provisions are approved for the securing 
of discounts, what kind of reports are to be filed and 
at what times, what provisions are made for the review 
and appraisal of purchasing procedure, what controls are 
established for the cash disbursements by the purchasing 
officer, and what purchases are to be made by com-
petitive bidding. Board policy should remove board 
members and board committees from actual purch asing 
action throught p rocedures whereby t h e board as a whole 
or an authorized investigating committee of the bo a rd 
may direct the superintendent of schools to purch ase p ar-
ticular items in the name of the board of education. 
12 Harlan L. Ha gman, Th e Administration of Amer ic an 
Public Schools (first edition; New York: Mc Graw-Hill Book 
Company, Inc., 19 51), p. 276. 
Table III of this survey shows that seventy-seven per 
cent of seventy-four Kansas schools do not have a written 
purchasing policy. Of the twenty-two per cent who indicated 
they had such a policy, none enclosed a copy with their re-
turn. 
Determining Needs 
Before any purchasing agent orders supplies, the need 
for supplies should be determined. The administrator, who 
usually acts in the capacity of purchasing agent, cannot 
possibly know the best supplies necessary to carry on the 
work in all teaching fields. 
Teacher committees have been found very beneficial 
in selection of instructional supplies and equipment. Such 
committees study the specific needs and desires, then make 
recommendations for purchasing. It is reasonable to assume 
that persons who have used supplies should be in the best 
position to know the value of particular items. This fact 
has been well substantiated by the results of a question-
naire sent out to school superintendents by the editors of 
School Executive Magazine . 13 
A Questionnaire was sent to 500 school superintendents 
who represented a cross section of top administrators of 
city school systems in cities of 5,000 population and 
13 "Purchasing Habits of Schools Surveyed," .£)2• cit., 
p . 59. 
16 
larger . Replies were received from three hundred sixty-
three schools. In reply to the question, "Who in your 
system has a part in the selection of these products?" 
nine superintendents stated the decisions were made 
exclusively by them. Twenty-two reported that purchases 
were made on their own and sometimes on the recommend-
ations of others. Ninety per cent stated their school 
product selection was based on advice from their school 
staff. Two of the replies mentioned school board mem-
bers or school board committees as factors in product 
selection. 
Further evidence is also disclosed from Table II of 
this report. Ninety-nine per cent of the school superintend-
ents included in this survey indicated that purchases of in-
structional supplies were usually made on recommendations 
from teachers through the principals. Seventy per cent of 
the superintendents indicated that purchases were sometimes 
made solely by them without recommendation from persons 
using the supplies, while twenty-nine 1 er cent answered 
this question negatively. 
Table VIII signified that ninety-three p er cent of 
the teachers participating in this survey had a voice in the 
selection of school supplies to be used by them, while seven 
per cent of these teachers said they had no voice in the 
selection of instructional supplies. 
Whether or not committees are organized when supplies 
are being purchased, there should be co-operation between the 
purchasing department and the employees who will use the 
supplies. 
17 
Thus teachers should be consulted regarding the kind 
of supplies to be used under their direction, and jan-
itors should have much to say about the type of supplies 
furnished them.14 
Besides determining what to buy, it is also necessary 
for the purchasing committee to know how much to buy. ~very 
teacher should determine how much of some particular item 
will be needed for the coming year and indicate the amount 
on an annual requisition to the superintendent. In estimat-
ing quantity of supplies needed a record of the quantities 
used in previous years should be kept on file and reference 
made to the same. 
Table VIII of this study displays the fact that only 
fifty-seven per cent of the thirty classroom teachers, fil-
ling out questionnaires, have any records avai lable of quant-
ities of supplies used in previous years to assist them in 
preparing their next years requisition. Some of the forty-
three per cent who disclosed the fact that they had no pre-
vious records available to assist them in making out their 
annual requisition, expressed a favorable opinion toward the 
practice of having such records available. 
An estimate blank which principals and department 
heads may use to state their supply needs for the ensuing 
year is included in Appendix B. Other factors to be con-
sidered in regard to quantity should be the enrollment for 
14 Reeder,~- cit., p. 379. 
18 
the coming year, the supply on hand, market conditions, and 
the addition of possible new courses. Over purchasing in 
quantity may result in waste; while insufficient quantity may 
develop inefficiency in the progress of the school's program. 
Nearly every teacher has had occasion to see the waste 
resulting_ from random purchasing, or perhaps has used materials 
soiled with age. Although no research was found on this 
problem that would prove a specific point, one school, which 
has delegated the purchasing responsibilities of school sup-
plies to a business manager, stated that it still had some 
items in stock that have been there for seven years. 
Mort and Reusserl5 list six issues upon which the 
question of the improvement in methods of selection are 
based: 
1. Determination of relation of selection of equip-
ment and supplies to the aims of education. 
2. Determination of responsibility for selection. 
3. Determination of the particular equipment and 
supplies needed. 
4. Determination of the importance of the job analy-
sis in the procedure of selection. 
5. Determination of the characteristics of written 
specifications. 
6. Determination of the quantity of equipment and 
supplies necessary per unit. 
Standardization of supplies has proven to be an 
important economical factor in the selection of school 
15 Mort and Reusser, .£E.• cit., P• 311. 
19 
supplies. Without certain standards it is quite pos sible 
that various teachers will use more of a certain type of 
supply than is actually necessary. It is true that these 
variations probably exist in all schools due to the in-
dividual differences of teachers and the grade or the de-
partment taught by the teacher. Different standards should be 
established for these different areas of teaching. 
One of the purposes of standardization is to set up 
units of consumption that will simplify the estimation of 
needs for particular departments. Another purpose is to de-
termine the quality of material desired. Mort and Reusser16 
give the findings of O'Dell regarding standardization. 
O'Dell found that many items of school supply were 
eliminated through standardization. He found, for ex-
ample that through this process the number of items was 
reduced from 124 to 69--a reduction of 45 per cent. 
The process eliminated only unnecessary supplies, and not 
any that were needed by the pupils. The elimination of 
many items from the original unstandardized lists was 
due to the fact that many items were requisitioned by 
a relatively small number of teachers. When agreement 
was reached concerning any item, it was found that a 
much smaller number of different items met all needs. 
Under no circumstances should the standardization 
become so rigid that limitations will be placed on the 
instructional program. 
16 Ibid., P• 315. 
TABLE II 
I ERCt~N'r GE OF rm LIES BY SEVENTY-FOUR KANSAS SUPERINTENDENTS 
ON THE SELECTION OF SCHOOL SUPPLIES* 
1. Are purchases of instructional supplies usually made on 
recommendations from your teachers through your princi-
pal (s)? 
2. Are purchases sometimes made solely by you without 
recommendations from persons using the instructional 
supplies? 
3. Do you believe that a teacher committee, to study the 
needs and wants of the staff and make recommendations 
for purchasing, would work out satisfactorily in your 
school? 
4. Do the custodians have a voice in the selection of 
janitorial supplies? 
_5. Do you make a selection of visual aid supplies and 
equipment from one concern without making a compar-
ison with other distributors? 
6. Do you occasionally select library books, or reference 
books for your elementary school library without con-
sulting your elementary principal? 
a. Do you purchase a complete pupil list of Kansas 
State Reading Circle Books for your elementary 
school? 






































TABLE II (continued) 
PERCENTAGE OF REPLIES BY SEVENTY-FOUR KANSAS SUPERINTENDENTS 
ON THE SELECTION OF SCHOOL SUPPLIES* 
7. Do you as an administrator feel that too much of your 
time is taken up by salesmen? 
8 . Would you favor a definite interviewing period for sales-
men of about two weeks duration, after inventories and 
requisitions have been carefully checked and tabulated? 
9 . Do you ask salesmen to notify you in advance of the day 
of coming to your school? 
a. If your answer to# 9 is no, do you believe the 















* This survey concerns common school di s tricts whose teacher population is not less 
than fifteen nor more than 35. 
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withouL consulLln1~ the olernentar·y pr·.nc1J,aJ, wl1il :J 1'11'1,_y-
fi ve per cent stat d that tlwy d.i.d not rnak .ic.,l PH; ti orw wi Lh-
out the approv, 1 or r·ecomrnendat l on i'1·orn t11 ,, 111·111c i pal . 
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Kansas State Reading Circle books were purchased by 
seventy per cent of the administrators for the elementary 
school library; twenty-nine per cent of the administrators 
stated they did not purchase the books, and one per cent of 
the administrators indicated that they sometimes purchased 
the complete list for their schools. 
Only thirty-eight per cent of the respondents showed 
that they had a central library in their elementary school. 
Sixty-two per cent indicated they had no central library. 
One superintendent reported they would have a central 
library if they could afford a librarian. 
Fifty-eight per cent of the administrators that an-
swered the questionnaire felt that too much of their adminis-
trative time was taken up by salesmen. Thirty-eight per 
cent of administrators did not believe that salesmen took up 
too much of their time, while four per cent said that sales-
men sometimes took to much administrative time. Some of the 
superintendents who answered the question yes, made the com-
ment that salesmen were often very helpful and offered a 
service of educational value. 
Forty-five per cent of administrators answering the 
questionnaire indicated that they would favor a definite 
interviewing period of about two weeks duration, after in-
ventories and requisitions had been carefully checked and 
tabulated. Forty-seven per cent of those answering the same 
question were not in favor of such a practice and eight per 
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cent did not answer the question. One administrator report-
ed that they used a similar system of interviewing except 
that they used only three days for the interviews. If an 
interviewing policy were put into effect by a large group 
of superintendents, there would have to be a definite sched-
ule for the schools and salesmen so as to avoid conflicts. 
A certain superintendent of schools in Kansas kept 
note during a recent year of the number of calls made by 
salesmen of janitorial supplies only. The record at the end 
of the school year showed that thirty-two salesmen had called 
on the school. 
Twenty-two per cent of the superintendents in this 
survey said that they asked salesmen to notify them in ad-
vance of the day of their coming to C9ll. Seventy-four per 
cent said that they did not ask the salesmen to notify them 
before calling and four per cent indicated that they followed 
this practice sometimes. Of the superintendents who indi-
cated that they did not follow the practice of asking sales-
men to notify them in advance of their coming, seventy-three 
per cent thought that the idea would be a good one. 
Purchasing Instructional Supplies 
Reeder states that, 
The amount of supplies to be purchased at one time 
will depend upon several factors, such as the amount of 
the budget available for supplies, the amount of storage 
space available, and the condition of the supply 
market.17 
Bids 
After the needs have been determined for the next 
school year, a supply list with specifications should be pre-
pared by the purchasing agent or by a purchasing committee. 
The specifications should include the items desired, date of 
delivery, place of delivery and whether bids are to b e made 
on the order. 
The requirement for purchasing on bids is specified 
in the laws of many of the states. According to Mort and 
Reusser18 a minimum amount is usually specified and any 
purchase over this amount must be made by competitive bid-
ding. 
The Kansas Law19 on expenditures and contracts states: 
No expenditures involving an amount greater than two 
hundred dollars shall be made except in accordance with 
the provisions of a written contract, and no contract 
involving an expenditure of more than five hundred 
dollars for the purpose of erecting any public buildings 
or making any improvements shall be made except upon 
sealed proposals and to the lowest responsible bidder. 
(sec. 72-1818, G.S. 1935.) 
17 Reeder,,££• cit., p. 381. 
18 Mort and Reusser, .2.E.· cit., p. 318. 
19 State Superintendent of Public Instruction, Kansas 
School Laws, Kansas State Printer, 1948. p. 396. 
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In reply to the question, "How large do you feel a 
purchase should be before it is open for bids on a compet-
itive basis, Table III shows that thirty-three per cent of 
the seventy-four superintendents contacted gave the fig-
ure of five hundred dollars. Twenty per cent of the super-
intendents felt the amount should be two hundred dollars. 
Three hundred dollars was indicated by fifteen per cent of 
those replying and fourteen per cent believed that one 
hundred dollars should be the amount of such a purchase . 
One superintendent indicated seven hundred and fifty dollars 
and another superintendent stated one thousand dollars. It 
should be observed that these amounts are not necessarily 
the amounts that each of these superintendents actually used 
when placing an order for bidding pur~ose, but rather an 
indication of the way they feel on the matter. 
Three of the supply houses, as indicated by Table V 
gave the amount of four hundred dollars as the average 
amount on which their companies were usually asked to make 
bids. One company stated the five hundred dollars was the 
average amount on which they usually were asked to make bids. 
To improve the purchasing procedures of a school 
district, one supply company suggested that the asking for 
bids on orders of less that two hundred and fifty dollars 
be prohibited. This same company related that very few 
schools ask for bids, but that small schools were beginning 
to use this procedure. 
TABLE III 
PERCENTAGE OF REPLIES BY SEVENTY-FOUR KANSAS SUPERINTENDENTS 
RELATIVE TO THE PURCHASING OF INSTRUCTIONAL SUPPLIES 
1. Does your school have a written purchasing policy? 
2. Do you use purchase order blanks for other than local 
purchases? 
3. Does your school place one annual order for instruction-
al supplies? 
If your answer to number 3 is yes: 
a. Do you feel that an annual order is more economial? 
b. What month of the year do you place your order? 
Month Jan. 











4. Does your school join together with adjoining school 
systems in a co-operative buying program to secure 
greater economy? 
If your answer to number 4 is no: 
a. Do you believe that co-operative purchasing could be 

















TABLE III (continued) 
PERCENTAGE OF REPLIES BY SEVENTY-FOUR KANSAS SUPERINTENDENTS 
RELATIVE TO THE PURCHASING OF INSTRUCTIONAL SUPPLIES 
b. Would you favor co-operative buying of instruct-
ional supplies if your school could realize a sav-
ing? 
5. Is the lowest price for the quality desired always the 
practice when buying instructional supplies for your 
school? 
6. Does your school constantly keep on the alert for in-
structional supplies which most nearly meet the require-
ments and which can be purchased at a lower cost? 
7. Are local concerns given preference in supplying some of 
the instructional supplies if their price is within ten 
per cent of other suppliers and the quality is as good? 
8. How large do you feel a purchase should be before it is 
open for bids on a competitive basis? 
Amount $50 $100 $200 $300 $400 $500 More 
Per cent 0 14 20 1.5 0 33 2 -----
9. Does your school usually make payment of accounts for in-
structional supplies within: 
Days thirty sixty ninety 















If bids are to be solicited on a purchase, the super-
intendent should notify supply houses that sealed bids are 
to be taken. Such information should be published in the 
local newspaper and in various trade journals. Circular 
letters probably would work out better for the size schools 
under consideration in this report. Reeder20 indicates that 
school officials who have tried the circular letter method 
of advertising insist that it is the best method they have 
found. A copy of such circular letter should be sent to all 
supply houses which might be interested in bidding on the 
supplies to be purchased. Keeping an up-to-date list of 
supply firms to which such letters, specifications, and bid-
ders' blanks may be sent, will be very beneficial to the 
superintendent. 
A blank21 which each bidder must use in submitting his 
bid should be provided. A portion of such a blank is shown 
in Appendix C. 
Sometimes a guarantee from a bidder that he will full-
fill the terms of his bid is required. Usually this amounts 
to about ten per cent of the total cost of the supplies. In 
the long run where such a guarantee is practiced, the school 
is actually forcing a higher price on its instructional sup-
plies. 
20 Reeder, .£E• cit., p. 385. 
21 Ibid., PP• 386-7. 
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C.R. Marchant, 22 business administrator and secretary-
treasure of Weston Board of Education, Weston, Ontario, has 
listed some practices in purchasing which helped to overcome 
to some extent the fluctuation in prices which caused cur-
tailment in over all operation of his school plant. Marchant 
established a plan whereby every purchase, no matter how small, 
was subject to the closest scrutiny: 
1. Each requisition is carefully scrutinized for the 
actual need. Every article called for is similarly 
scrutinized to avoid the purchase of articles too ex-
pensive or elaborate, or of quality inferior for the 
educational need to be served. 
2. Requests for quotations are invited from a large 
list of suppliers and contractors. 
3. The lowest quotation is not necessarily accepted, 
if it seems to be unreasonable. 
4. Where necessary, tenderers are asked to re-examine 
their price structure, and to requote if they desire. 
5. As a direct result of our new purchasing p o licies 
some prices and contract purchases have shown reduction: 
Original Bid 
1. A supply item, $12.90 per 
100 lb. 
2. Replacement item, $ 258 
3. Art material, $7.50 per 
gross 
4. Equipment item, $1,150 
5. Construction item, $ 500 
Final Purchase Bid 
$7 .SO per 100 lb. 
Accepted bid, $ 200 
Final bid, ;/!;6. 00 
per gross 
Contract, $93S 
Contract, $ 400 
22 C. R . Marchant, "Purchasing Peculiarities in 1951, 11 
American School Board Journal, 123:56, December, 19Sl. 
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These examples should be a challenge to the superin-
tendent who finds the school budget short of funds and thus 
cannot visualize the purchase of some greatly needed sup-
plies. 
In the long run, according to Ragman23, economies 
with no sacrifice of quality are possible only through the 
placement of large quantity orders. In small school systems, 
this makes especially desirable the preparing of one large 
annual order of supplies instead of the frequent placing of 
small orders. 
Table III shows that sixty-six per cent of the seventy-
four superintendents answering the questionnaire said that 
their schools placed one annual order for instructional sup-
plies. Thirty per cent of the superi ~tendents declared that 
they did not place an annual order and four per cent did not 
answer the question. Of those who stated that they did place 
an annual order, eighty-eight per cent felt that an annual 
order was more economical, while twelve per cent did not be-
lieve an annual order was more economical. This evidence 
bears out Hagman's opinion in the foregoing paragraph con-
cerning the economy of annual orders . 
23 Hagman, .2.12.· cit., p. 277. 
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Another practice of school administrators, which ef-
fects economy in purchasing as well as efficiency in the 
school and also the service rendered by suppliers and man-
ufacturers, is that of placing their annual orders for sup-
plies and equipment too late in the year. One large school 
supply manufacturer said, 
I do not believe that the avera ge school man realizes 
he is forcing an increase in the cost of production and 
distribution of school supplies and equipment by buying 
at a period of the year (such as late June, July, or 
August) when it throws extra burdens on the manufacturer's 
source of supply.24 
In a recent study2 5 made in 1949 of purchasing habits 
of school boards, it was found that seventy-five per cent 
of the orders were placed between June first and September 
fifteenth, and that seventy-five per cent of the deliveries 
were made between August first and October first. 
Another study26 by Nienhuser, showed that ninety per 
cent of school boards of 242 larger communities in twenty-
eight states placed over ninety per cent of their orders in 
the months of May, June, and July. 
Table III further shows that of the sixty-six per 
24 Parmenter,~- cit., p. 54. 
2 .5 Ibid. , p. _54. 
26 Bruce,££• cit., p. _56. 
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cent of Kansas school men who placed an annual order for 
instructional supplies, sixty-four per cent indicated that 
they placed their orders between May and September. 
When the percentage of orders placed between the 
months of May and September are considered as pointed out 
in the surveys mentioned above, it is not difficult to 
understand that school purchasing practices are responsible 
for: (1) higher prices for supplies, (2) confusion and delay 
of orders, (3) frequent embarrassment to teachers by not 
having supplies when they need them. 
In a survey, as shown by Table VIII, of thirty class 
room teachers on the Fort Hays Kansas State College campus 
during the summer of 1953, ninety per cent of these teachers 
indicated that teaching supplies were usually available for 
their use when they needed them, while ten per cent indicated 
that supplies were usually not available for their use when 
needed. However, fifty-seven per cent of these classroom 
teachers stated that there had been occasions when their 
instruction had been handicapped because of the lack of 
needed supplies. 
In a letter to the writer, Supply Company 11 D11 gives 
the following suggestion for the improvement of purchasing 
procedures of school districts: 
Regarding the time of placement of orders, there has 
always been a tendency to delay until just before school 
is out or even after it is out, in placing annual school 
business; and then everyone wanting delivery in the month 
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of August. This makes a tremendous peak problem, as you 
know, in warehousing and delivering. It also makes a 
problem for the customer, in having merchandise run out, 
because neither distributors or manufacturers can always 
guess accurately on the demands for any particular item. 
During the last war and during the shortage period of the 
Korean situation, there was, of course, more of a tendency 
for school men to order early in the year--in January, 
February, or March, then take delivery when they could 
get it, to be sure they had the material. So it is not 
a question that they can't actually work out this matter 
to smooth it out, both for better service to themselves 
and the lowering of the peaks in the industry which ulti-
mately would reflect in the lower overhead costs and 
lower prices to the schools. 
Supply Company "A" gives the following report concern-
ing late purchases and service: 
I doubt that there is a school supply house of any 
size that can do justice to the fall rush of business. 
Much of this is due to school administrators going into 
new positions and not being aware of their needs until 
that season, however, quite a few wait until fall to 
place orders. Our company has a policy that every effort 
is made to ship orders within twenty four hours after they 
are received, but this is stretched to almost two weeks 
in the fall. This is a problem to the schools as in most 
cases they need delivery at once. 
As shown by Table V, all four of the supply companies 
serving Kansas schools, who were contacted for this survey, 
agreed unamiously that if the annual school orders were placed 
by the first of March or April, their companies mi ght: (1) 
render better service to schools, ( 2) stabilize employment, 
thereby cutting down on overhead, ( 3) offer savings to schools 
because of the decrease expenditures. 
Nienhuser27 is of the same opinion as these supply 
companies in that he believes that supplies could be 
distributed evenly over the school year. He indicates that 
such a practice which is be ing followed in a slowly growing 
number of communities will help the schools because it will: 
1. Spread the work of the purchasing, warehousing, 
and delivery crews. 
2. Assure the schools the lowest prices. 
3. Imp rove the quality of the articles purchased . 
4. Reduce shipping and delivery difficul ties . 
5. Provide teachers and children with needed materials 
exactly when wanted. 
Table VIII of this study shows, that seventy pe r cent 
of the thirty teachers answering the questionnaire, made an 
annual requisition for their instructional supplies, while 
thirty per cent did not make an annual requi sition for sup-
plies. Of the te a chers who made an annua l requisition, 
eighty-seven per cent made their requisition in the month of 
May , nine per cent made their requests in April , and four per 
cent made an annual requisition in the month of March. The 
table further shows that eighty-seven per cent of these 
teachers did not think it would be unreasonable to deter-
mine their annual supply list by February first. 
Co-operative Buying 
One practice among some school districts which bears 
investigation and consideration is that of co-operative pur-
chasing of school supplies. Although this p ractice is not a 
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common one among Kansas schools, Table III shows that there 
is interest among some Kansas superintendents toward the 
co-operative plan. 
Table III shows that ninety-nine per cent of the schools 
replying to the questionnaire did not participate in co-
operative purchasing, however, 32 per cent of the superinten-
dents believed that co-operative purchasing could be worked 
out successfully in their counties, leagues, or nei ghboring 
schools. Moreover sixty-six per cent of the school super-
intendents indicated they would favor co-operative buying 
of supplies if their school could realize a saving. 
The effectiveness of co-operative buying has been so 
marked in California that the state leg islature in 1928, en-
acted a law which requires all rural school districts to 
purchase co-operatively through the office of county super-
intendent. 
The data presented in Table IV shows the large 
economies which the rural districts of one California County 
(San Luis Obispo) effected through co-operative purchasing 
of supplies. The superintendent of schools in that county 
estimated that at least five thousand dollars was saved 
annually by co-operative purchasing. 
c. P. Young28 described the organization of a co-
operative purchasing plan used by several districts in the 
28 C. P. Young, " Cooperat ive Buying for Schools," 
American School Board Journal, 93:28, July, 1936. 
TABLE IV 
A COMPARISON OF SCHOOL SUPPLY PRICES UNDER THE 
CO-OPERATIVE PURCHASING PLAN WI TH PRICES UNDER 
THE NON-CO-OPERATIVE PLA_N29 
Prices Paid 
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by Individual Co-operative Co-operative 
Supply Item Districts Bids for Bids for 
Under Old First Year Second Year 
Plan 
Pens, per gross $1.50 $ • 7 5 $ .so 
Ink, per quart l.;'.O 1.00 .60 
Paste, per pint 1.00 .65 .45 
Manila drawing 
paper per ream 3.25 . 9 0 .63 
Legal-cap paper, 
per ream _5.40 2.16 1.40 
Blotters, per gross 1.00 .35 .27 
Cut news, per pound .19 • 05 .04 
29 Reeder, .212• cit., p. 383. 
San Lois Valley, Colorado. He believed that part of the 
success of their organization was due to three factors: 
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(1) the willingness of the superintendent to give and to 
take in setting up a standardization program, (2) the 
geographical location, and (3) sufficient firms to make 
bidding competitive. Several of these superintendents have 
figured that their districts saved an average of thirty per 
cent each year through their co-operative efforts. 
An investigation made by A.H. Shipley,30 in Fresno 
County, California, found that co-operative purchasing of 
school supplies effected an average saving of approximately 
fifty per cent. His study showed that in 1.33 per cent of 
the 376 purchases, the prices slightly favored district 
buying. On the contrary, in 59.31 per cent of the purchases, 
district buying was from 10 to 100 per cent higher than 
central buying; in 32.71 per cent of t h e purchases, district 
buying was from 100 to 200 per cent higher; in 2.39 per cent, 
from 300 to 400 per cent higher; and in .26 per cent, more 
than 400 per cent higher. 
Payment of Accounts 
Another example of ma lpractice by school adminis-
trators in school purchasing, is the failure to make payment 
of accounts on time. Table III reveals that seventy-eight 
30 Reeder, .212· cit., p. 382. 
TABLE V 
COMPARISON OF DATA CONCERNING PURCHASING PRACTICES OF KANSAS SCHOOLS 
AND SUPPLY HOUSES AS REPORTED BY FOUR MAJOR SUPPLY COMPANIES 
Company Company Company Company 
A B C D 
1 . Approximately what per cent of annual school orders 
for instructional school supplies are received by 
your company: 
a. Before March first? 
b. Between March 1st and May 31st? 
c. Between June 1st and Aug. 31st? 
d. After Aug. 31st? 
2. Do schools effect a saving from your company by ac-





buying period? no 
3. What is the avera ge amount of an order on which your 
company is asked to make competitive bids? $400 
4. What per cent of orders placed with your company are 
requested to be packaged separately for individual 
teachers? 
a. Does your company provide this service for 
schools? 

























TABLE V (continued) 
COMPARISON OF DATA CONCERNING PURCHASING PRACTICES OF KANSAS SCHOOLS 
AND SUPPLY HOUSES AS REPORTED BY FOUR N!AJOR SUPPLY COMPANIES 
Company Company Company Company 
A B C D 
S. Does there seem to be any evidence that Kansas schools 
are placing their annual orders earlier now than they 
did five years ago? no 
6. If annual school supply orders were placed with your 
company by March or April 1st, do you believe your 
company might: 
a. Render better service to schools? 
b. Stabilize employment, thereby cutting down on 
overhead? 
c. Offer savings to schools because of the 
decreased expenditures? 
7. If your company is represented by salesmen, about 
what per cent of their calls are made by appointment 
from the schools? 
8. Does your company offer a discount for cash paid on 
delivery? 
9. About what per cent of accounts for instructional 
supplies are paid within, 
a. Thirty days? 
b. Sixty days? 











































per cent of the Kansas superintendents answering the 
question concerning the payment of accounts make their pay-
ments within thirty days. Nineteen per cent of the superin-
tendents made payments of accounts within sixty days, and 
three per cent paid their accounts within ninety days. 
In direct contrast to t he data furnished by the sup-
erintendents of seventy-four Kansas schools, Table V shows 
nearly an opposite picture by Supply Company "B" re garding 
the payment of accounts by schools. It should be noted that 
Company "B" reported only one per cent of schools as making 
payment within thirty days, twenty per cent of schools 
paying within sixty days, forty per cent of schools paying 
within ninety days, and as many as thirty-nine per cent 
taking more than ninety days to make payment of accounts. 
A close parallel to the superintendents report is 
that reported by Company "D", the largest variation being 
only five per cent on one period of time. Table VI shows 
that Companies "A" and 11 C" receive collections in nearly the 
same number of days. 
Company "A" believes that many school accounts which 
run over thirty days are due to neglect. This neglect be-
comes quite a factor to all school supply houses in that 
their accounts receivable are such as to necessitate their 
being covered with borrowed money. This company a lso implies 
that there is a general feeling among supply houses that 
schools need to improve their method of paying bills more 
promptly. 
Quite in agreement with the above statements are a 
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few comments taken from a letter from Company "D" (Appendix C) 
The lax handling of payments of accounts by many 
schoolmen makes collections a problem where there should 
be none in the school industry. While credit losses are 
nil and no item is set up in overhead markups to include 
credit losses, yet laxity on the part of schoolmen in 
both keeping their accounts and g e tting them cleared 
takes a considerable amount of time in the accounting 
department. 
A recent survey31 made of accounting practices of 
boards of education disc loses the startling fact that ninety 
per cent of all accounts in 1949 became over due on a thirty 
day net basis. Eighty-five per cent of them ran over sixty 
days, and three fourths of the accounts r an over 90 days. 
The survey further showed that one half of the school supply 
and equipment accounts ran over four months and forty per 
cent of the school boards took over a year to pay their debt. 
A conclusion which might be drawn from the evidence 
presented in these studies, is that school boards have a 
tendency to pay their accounts more promptly now than they 
did in 1949. Thi s tendency would be true if statistics were 
based on the reports of seventy-four Kansas superintendents 
and also on the average of the four supply companies included 
in this survey. Table VI shows, however, that ninety-nine 
31 Parmenter .2..E• cit., p. 54 . 
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per cent of Company "B's" accounts became over due in thirty 
days. The table further shows that seventy-nine per cent of 
the same company's accounts became over due in sixty days 
and thirty-nine per cent of their accounts are not paid 
within ninety days. 
The results of this study would indicate that at 
least the seventy-four Kansas schools are do ing a better than 
avera ge job of paying their accounts prompt ly, even though 
schools as a whole are very lax in this respect. Furt her-
more the evidence points out that school districts should 
not neglect the prompt payment of bills which in the long 
run actually raises prices on supplies purcha sed by the 
schools. 
Storage and Di stribution 
Warehouses or storage rooms have been found practical 
in larger cities where supplies were kept for a ll the schools. 
In the smaller school there usually has not been a central 
warehouse or storage room. Usually the supplies have been 
delivered to the school office for checking and distribution . 
Small closets have characterized the ma in storage space for 










A PERCENTAGE COMPARISON OF DATA RELATIVti:: TO 
TIME USED IN PAYMENT OF SCHOOL ACCOUN'.I.1S AS 
REPORTED BY SEVENTY- FOUR KANSAS SCHOOL 
SUPERI NTENDENT S AND FOUR SUPPLY HOUSES 
Company Company Company Company Average Superin-
A B C D of four tendents 
Companies Report 
40 1 50 75 42 78 
40 20 30 15 26 19 
15 40 15 5 19 3 
5 39 5 5 13 0 
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A plan which delivers the supplies to the teacher and 
janitor as soon as t hey are received has been in use in 
Rochester, New York , for severa l years. The advantages of 
the Rochester p lan3 2 is outlined as follows by a principal 
of one of the schools in that city: 
From the teacher's point of view the system: 
a. Provides each teacher with all her supplies to 
work with at the beginning of the term. 
b . Indicate just how much she is to have and is 
sure to get for the terms work, so she can plan her 
work accordingly . 
c . Provides for an adequate amount but not an over-
supply, so it teaches economy on the teachers part . 
d . Provides for the saving of time, as it is not 
necessary to be constantly sending to the principal's 
office for supplies through out the school year . 
F rom the principal's point of view , the system: 
a . Provides for the saving of time, because no re-
quisitions and no duplicate handling of supplies are 
required, and teachers do not have to ask the office 
constantly for some supplies. 
b . Emphasizes the importance of economy all along 
the line. 
c . Eliminates the necessity of keeping at the office 
a record of each teachers allotment of supplies through-
out the term . 
d . Eliminates the necessity of storeroom space with-
in the building . 
e. Saves janitor 's time as all supplies are delivered 
at one time to a teacher. 
32 Reeder,.££ · cit ., p . 390 . 
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Table VII which provides data on storage and distribu-
tion of school supplies shows that seventy-seven per cent of 
the seventy-four schools used in this survey have instruct-
ional supplies delivered to a central storeroom and then 
deliveries are made to the respective buildings. Nineteen 
per cent of the included schools do not use such a practice. 
Seventy-six per cent of the superintendents indicated 
that they had a storeroom in each building, while twelve per 
cent stated they did not have a store room in each building. 
Administrators of forty-two per cent of the schools 
included in this survey said that all instructional supplies 
were delivered to each classroom teacher at the beginning 
of the school year. Fifty- four per cent of the schools in 
this survey said they did not follow the practice of deliver-
ing all the supplies at the beginning of the year. 
In comparison with the above paragraph , Table VIII 
reveals that thirty per cent of thirty clas sroom teachers, 
used in this survey, have all instructional supplies deliv-
ered to them at the beg inning of the school year so that they 
need not make further requisition for supplies. Seventy per 
cent of the classroom teachers signified that they believed 
the delivery of all instructional supplies in the manner de-
scribed would be a good practice. Twenty per cent of these 
teachers did not be lieve the practice would be good, while 
ten per cent of the teachers were not sure enough to give an 
answer. 
TABLE VII 
A SURVEY OF PRACTICES OF SEVENTY-FOUR Y~NSAS SCHOOL 
SUPERINTENDENTS REGARDING THE STORAGE AND 
DISTRIBUTION OF INSTRUCTIONAL SUPPLIES* 
Yes 
1 . As a general rule, are instructional supplies in your school 
system de l ivered to a c entral storeroom and then delivered to the 
r espective buildings? 
2 . If your answer to number one is no, are instructional supplies 
delivered directly to the building in which they are to be used? 
a . If your answer to number two is yes, is a continuous 
inventory kept by each building? 
3 . If your system consists of more than one building, do you have 
a storeroom for instructional supplies in each building? 
4 . Are these storerooms easily accessible to the staff? 
5. Does your school distribute all instructional supplies to each 
classroom teacher at the beginning of the school year? 
6 . Is a written requisition, si gned by the teacher, used to obtain 
instructional supplies f rom the principa l or storeroom? 
7. Are instructional supplies always checked against their invoices 
upon arrival at your school? 
8 . Do you have a separate storage place for janitorial supplies? 





























A written requisition, signed by the teacher, to ob-
tain instructional supplies from the principal or storero om, 
is not used in eighty-one per cent of the schools included 
in this study. F ifteen per cent of the superintendents in-
dicated that they do require such a requisition to secure 
supplies. 
According to Table VIII, sixty-seven per cent of 
thirty classroom teachers obtained additional supplies 
through their superintendent, principal, or school secretary 
without a requisition. Thirty-three per cent of these 
teachers designated that t hey did not obtain additional sup-
plies without a requisition. 
Instructional supplies are always checked against 
their invoices in ninety-one per ce~t of the seventy-four 
Kansas schools, while four per cent of these schools do not 
check their orders against the invoices. 
Table VII shows that eighty-nine per cent of the 
schools reporting on this questionnaire provided separate 
storage for janitorial supplies and seven per cent of the 
schools do not have separate storage space for janitorial 
supplies. 
Superintendents Training in Administrative Purchasing 
That administrative purchasing should be given more 
consideration in college courses for administrators is well 
TABLE VIII 
REPLIES OF THIRTY CLASSRO OM TEACHERS 
CONCERNING I NSTRUCTI ON SUPPLIES* 
49 
No 
Yes No Answer 
1. Do you as a te a cher, have a voice in the 
selection of school supplies that you use? 
2. 
93 
Do you make out an annual requisition for 
your instructional supplies? 70 
Mar. AEr. Mal a. If your answer to # 2 is yes, 
in what month do you usually 
make your requisition? 14 1 9 187 
3. Are records of quantities of supp lies used 
in previous years available for your use 
in making out your future requisition? 57 
4. Is a standard supply list available to aid 
in your selection of instructional suppli e s? 63 
5. Do you think it would be unreasonable to 
ask you to determine your annual supply 
list by February 1st? 13 
6. Are all your instructional supplies de-
livered to you at the be ginning of t h e 
school year so that you need not make 
further request for supplies? 30 
a. Do you believe that question #6 would 
be a good practice? 
7. Do you obtain additional supp lies through 
your superintendent, principal, or school 
secretary without a requisition? 
8. Does your school usually have te a ching 
supplies available for y our use when y ou 
need them? 
9. Have there been occasions when your in-
struction has been handicapped bec ause 















* The thirty teachers used in this survey we r e summer school 
students at Fort Hays State College, Hays, Kansas, in 1953. 
All tabulations are given in per cent. 
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substaintiated by the following facts which were obtained 
from two questions at the close of the questionnaire sent to 
t he superintendents : (1) seventy-seven per cent of the sup-
erintendents had no courses during their administrative 
training in administrative purchasing , and (2) ninety per cent 
of the superintendents who had no such courses in their 
college training felt that some course in administrative 
purchasing would have been of value to them. 
In addition nearly all supply houses are in agreement 
that a better system of accounting should be used by school 
sup e rintendents . One company suggested that a system of 
Purchase Order Vouchers and Register be used and that schools 
withhold payment of each voucher until the order is completed 
in its entirety. This same companJ said that the smaller 
schools were the ones with which they encountered the most 
difficulty . 
Another company remarked that school people had the 
reputation in all quarters of being notoriously poor busi-
ness people. 
All too frequently cases of misuse of school funds 
come to light through newspapers and other sources, which 
further bears out the theory that school people are poor 
business people. Many times such allegations are the direct 
result of ignorance of, or the lack of a good accounting 
system. 
IV. SUMMARY AND CONCLUSIONS 
Summary 
From the data presented in this study regarding the 
purchasing practices of school administrators, the following 
summary may be made relative to the Kans a s schools included 
in this survey. 
Selection of Instructional Supplies 
1. Ninety-nine per cent of the superintendents who 
responded to the questionnaire, indicated that they made se-
lection of supplies based on recommendations of their teachers. 
This was substantiated by the fact that ninety-three per cent 
of the teachers questioned, reported that they had a voice in 
school supply selection. 
2. Sixty-six per cent of the superintendents said 
they sometimes purchased supplies without recommendations 
from teachers. 
3. Forty-six per cent of the superintendents believed 
that teacher committees could be used satisfactorily within 
their schools to help select supplies. 
4. Superintendents were unanimous in reporting that 
custodians had a voice in the selection of janitorial supplies. 
S. Ninety-nine per cent of theadministrators stated 
that they used comparative methods of buying when selecting 
visual aid equipment. 
52 
6. Forty-five per cent of the superintendents occas-
ionally selected library or reference books for the elementary 
school library, without consulting the elementary principal. 
Seventy per cent of the schools purchased library books 
through the KSTA reading circle. Thirty-eight per cent of 
the schools had central libraries. 
7. Fifty-eight per cent of the superintendents in-
dicated that salesmen used too much of the administrators 
time. 
B. Forty-five per cent of the superintendents 
favored an interviewing period for salesmen, after requisi-
tions and inventories were checked. Approximately the same 
number (forty-seven per cent) were not in favor of this 
plan. 
9. Twenty-two per cent of the superintendents sig-
nified that salesmen notified them in advance of the day 
on which they would call at their school. Of the seventy-
four per cent who were not notified by salesmen, seventy-
three per cent believed it would be a good practice to fol-
low. Supply companies indicated that about seven per cent 
of their salesmen calls were made by appointment. 
Purchasing Instructional Supplies 
1 . Seventy-seven per cent of the schools in this 
survey do not have a written purchasing policy according to 
reports of the superintendents. 
2. Thirty-nine per cent of the schools did not use 
purchase order forms for purchases other than local purchases . 
3. Sixty-six per cent of the superintendents indicat-
ed that they placed annual orders for school supplies. 
E i ghty-eight per cent of those who made annual orders felt 
that such orders were more economical. Annual requisitions 
for supplies were made by seventy per cent of the teachers 
reporting. Sixty-two per cent of the superintendents stated 
that their annual orders were placed between March first and 
May thirty first, however, the four supply companies showed 
that, on the average only thirty-one per cent of their annual 
orders are received during the same period of time. Thirty-
four per cent of the orders for ins~ructional supplies were 
placed between June first and August thirty first, according 
to the report of the superintendents. During the same period 
of time, the supply companies stated they received forty per 
cent of their orders. 
4. Seventy per cent of the teachers surveyed, stated 
that they made annual requisitions for supplies. Of this 
group, eighty-seven per cent made their requisitions in the 
month of May. 
5. Fifty-seven per cent of the teachers had records 
of quantities of supplies used in previous years available 
for their use in making out future requisitions. 
6. Eighty-seven per cent of the teachers did not 
think it would be unreasonable to ask them to determine their 
annual supply list by February first. 
7. Supply companies were unanimious in their opinion 
that if the annual school orders were pla ced with their com-
panies by March or April first, their companies might: (a) 
render better service to schools, (b) stabilize employment, 
thereby cutting down on overhead, (c) offer saving s to schools 
because of the decreased expenditures. 
8. None of the schools participated in co-operative 
buying . Thirty-two per cent of the schools believed t h at co-
operative buying might be worked out in t h eir county, league, 
or neighboring towns, and sixty-six per cent of the schools 
would favor such a plan if their scliool could re a li z e a sav-
ing . 
9 . Forty-six per cent of the sup erintendents, stated 
that the lowest p rice for the quality desired is n ot t h e prac-
tice in their school . 
10. Ei ghty-five per cent of the sup erintendents con-
stan tly keep on the alert for instructional supplies which 
can be purchased at a lower cost . 
11 . Seventy-eight per cent of the superintendents of 
the schools reporting, indicated that local concerns were 
given preference in supplying some of the instructional sup-
plies if their prices were within ten per cent and the 
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quality of merchandise was as good. 
12 . Twenty- four per cent of the superintendents 
believed that a purchase should be open for bids on a com-
petitive basis if the amount of the purchase is from one 
hundred to two hundred dollars. Fifteen per cent of the 
superintendents believed the amount should be three hundred 
dollars and thirty-three per cent ind icated the amount should 
be five hundred dollars. 
Supply houses indicated that four hundred and five 
hundred dollars were the amounts on which they were usually 
asked to bid . 
13. Seventy-eight per cent of the superintendents 
included in this study, stated that their school accounts 
were paid within thirty days. Nineteen per cent of the 
superintendents paid their accounts within sixty days and 
three per cent paid their accounts within ninety days. 
Supply houses show, on the average , that only forty-two per 
cent of accounts are paid in thirty days; twenty-six per 
cent in sixty days, nineteen per cent in ninety days, and 
thirteen per cent of accounts were paid in more than ninety 
days . 
Storage and Distribution of Instructional Supplies 
1 . Seventy-seven per cent of the schools, in this 
survey, according to the report of the superintendents, have 
supplies delivered to a central storeroom and then they are 
delivered to the respective buildings. 
2. Seventy-nine per cent of the nineteen per cent 
of the schools who do not follow the above practice, have 
their supplies delivered directly to the buildings in which 
they will be used. About forty-five per cent of the super-
intendents keep a continuous inventory in each building. 
3. Seventy-six per cent of the included schools have 
a storeroom for supplies in each building and these store-
rooms are easily accessible to the staff. 
4. Forty-two per cent of the superintendents in this 
study, indicated t ha t all instructional supplies a re distrib-
uted to each te a cher at the beginning of the school year . 
Only thirty per cent of the teacher s included in this study 
said that all supplies were delivered to t h em at t h e first 
of the school year , however, seventy per cent of the 
teachers thought it would be a good practice. 
S. Fifteen per cent of the superintendents indicated 
that they required a written requisition, signed by the 
teacher, to obtain instructional supplies from the principal 
or storeroom. 
6. Ninety-one per cent of the administrators said 
that they always checked their supplies against the invoices 
when the supplies arrived. 
7. Eighty-nine per cent of the schools included in 
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this study, provided a separate storage place for janitorial 
supplies. 
8. Ninety per cent of the teachers reporting, in-
dicated that they usually have supplies available for use 
when needed, however, fifty-seven per cent of the teachers 
have had occasions when their instruction was handicapped 
because of the lack of needed supplies. 
Conclusion 
The data contained in this research warrant the fol-
lowing conclusions relative to schools included in this 
study. 
1. There is evidence that relatively few schools 
have a written purchasing po l i cy. 
2. Administrators agree that the teacher or custo-
dian should be consulted regarding the selection of supplies 
to be used. 
3. The re is lack of agre ement among superintendents 
regarding the use of cooperative purchasing of instruction-
al supplies in their county, league, or nei ghboring schools. 
4. Superintendents are in disagreement as to whether 
or not salesmen take up too much adminis t rative time. 
5. Opinions of superintendents are not in accord 
concerning a definite interviewing period for salesmen. 
6. There is evidence that superintendents in this 
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survey are inclined to be m p.e, p rompt in paying accounts, 
even though supply companies agree that schools in ~enera l are 
very lax in this respect . 
7. There is only slight disa reement among teachers 
favoring the practice of having all supplies de livered to 
t h em at the be ginning of t h e year . 
8 . Schoo l supply companies agree that earlier p l ace -
ment of annual orders would give better service and prices to 
schools . 
9 . Most administrators favor the p l acement of an 
annual or der for supplies . 
Recommendations 
After com:r leting this study 'l.nd making comparisons, 
the writer makes the following r ecommendations : 
1. That further investigation be made on the prac -
tices of school administrators in schools of smaller teacher 
population , and that a simplified form of accountine- be de -
si gned for use in smaller schools . 
2 . That school supply companies be given opportunity 
to express themselves regarding the kinds of purchasing forms 
to be used . 
3 . That t he Kansas Counci l for the Improvement of 
Schoo l Administration select and try to induce some ideally 
located county to give co - operative purchasing a f air trial. 
4 . That Kansas co l leges and universities consider 
one of the following a lternatives: 
a . Offer courses in Administrative Purchasing . 
b . Devote more time in a re gular educ a tion course 
to the problem of a dministrative purchasing than 
an occasiona l ch apter in a text may demand. 
c . Investigate t h e des i r ability of administrators 
having a two or three week work shop in the 
field of purch asing . 
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Instructional supplies as referred to in this study will be considered as those 
upplies which are used by the school staff in day to day instructional work. Ce~ 
ain instructional equipment such as visual aids and laboratory equipment may also 
e considered, 
PART I 
Selecting Instructional Supplies 
Che ck One r:,, I 
Yes No 
,. Are purchases of instructional supplies usually made on recommendations 
from your teachers through your principal (s)'? [] D 
• Are purchases sometimes made solely by you without recommendation from 
persons using the instructional supplies? I=] D 
·• Do you believe that a teacher committee, to study the needs and wants 
of the staff and make recommendations for purchasing, would work out 
satisfactorily in your school? DO 
·• Do tho custodians have a voice in the selection of janitorial supplies? DD 
Do you make a selection of visual aid supplies and equipment from one 
concern without making a comparison with otho:t· distributors? D l I 
'• · Do you occasionally select library books, or reference books for your 





a~ Do you punchase a complete pupil list of the Kansas 
State Rending Cirle Books for your e l ementary school? 
b. ·noes your elementary school have a central library? 
Do you as an administrator fe e l tha t too much of your time is taken 
up by salesmen? 
Would you favor a ·dcfinitc inte rviewing period for snlesmon of about 
two week duration, after inventorie s and requisitions have been 
carefully chocked and tabulated? 
, Do you ask salesmen to notify you in advance of the day of coming 







)0 If· your nnswer to question number 9 is no, do you believe the practice DD 
would be a good one? 
:CMMENTSi 
Purchns:~r•.g ·rns t. r uctiono.l Supplie s 
t Docs your school haw a written purchasing policy? 
(If your qnswer is yes would you please enclose n copy.) 
Do you use purchase ordo r bl anks for other than local purchases? 
(If yes, enclose blank.) 
1 Docs your school place one annual order for instruct ional supplie s? 
• 
If your ansYor to numbe r 3 is yes: 
['_ . Do you f ool thair an annual ardor is more economical? 
What month of tho year do you place your order? 
Docs your school join together with adjoining school systems in 
a cooperative buying program to secure great e r e conomy? 
If your answe r to number 4 is no: 
a. Do you be lieve t hat coopJrativo purchasing could be 
worked oc1t succe ssfully i n j'OUr cotmtY.s l eo.:gue , or 
ne i ghbori ng school s? 
b. Would you favor coopc ro.tj_vo bu.~1 i ng of i ns tructional 
supplie s if your s chool could rea l i ze a saving? 
Is tho lowest price for the quality desire d a lways t ho practice 
when buying instructiona l supplie s in your school? 
,. Docs your school constantly keep on t ho alert for inst r uctional 
supplies which roost nearly moot the requirements and which can 
be purchased at a lower cost? 
• Aro local concerns given preference in supplying some of t ho 
instructional supplies if their price is within 10% of other 
suppliers and tho qunlity is as good? 
• How largo do you feel a purchase should be before it· i s · ope n for 
bids on a completitivo basis? (;5o, ~~100, $2001 0300, $400, $500 
or more? 
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• Docs your school usual ly make payment of aceounts for instructional 




Storage and Distribution 
• As a general rule, arc the instructional supplies in your school 
system delivered to a ccntrnl storeroom and then delivered to the 
rcs}X)ctive buildings? 
• If your answer to number one is no, arc instructional supplies 
delivered directly to the building in which they arc to be used? 
a. If your answer to number two .is yes, is a continuous 
inventory kept by each building? 
, If your systom , consists of more than one building, do you have a 
storeroom for instructional supplies in each building? 
·• Aro these storerooms easily accessible to the staff? 
• Docs your school distribute all instructional supplies to each 
classroom teacher nt the beginning of the school year? 
'• Is a written requisition, signed by the teacher, used to obtain 
instructional supplies from tho principal or storeroom? 
I • 
' •• 
Arc instructional supplies always checked against their invoices 
upon arrival at your school? 
Do you have a separate storage place for janitorial s upplies? 
Did you at any time during your administ rativo training have any 
ioursc in Administrative Purchasing? 
If your ans-wor to tho above question is no, do you fool that 
tuch a course would have boon valuable to you? 
: CMME NI'S: 
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If you would like an abstract of this study, please sign your no.mo. and ad ss •. 
A QUESTIONNAIRE FOR CLASSROOM TEACHERS CONCERNING 
INSTRUCTIONAL SUPPLIES 
1. Do you, as a teacher, have a voice in the selection of school 
supplies that you use? 
2. Do you make out an annual reqUisition for your instructional 
supplies? 
a. If your answer to #2 is yes, in what month do you 




3. Are records of quarlities of supplies used in previous years Yes No 
available for ~ruse in making out your .future requisition? 
4, Is a standard supply list available to aid in your selection Yes No 
of instructional supplies? 
5. Do you think it would be unreasonable to ask you to determine Yes No 
your annual supply list by February 1st? 
6. Are all your instructional supplies delivered to you at the 
beginning of the school year so that you need not make further 
request for supplies? Yes No 
a. Do you believe that question #6 would be a good 
practice? 
7. Do you obtain additional supplies through your superintendent, 
Yes No 
principal, or school secretar.r without a re isition? Yes No 
8. Does your school usually have teaching supplies available for 
your use when you need them? 
9. Have there been occasions when your instruction has been handi-
Yes No 
capped because of the lack of needed supplies? Yes No 
10. How many teachers are employed in the school system in which 
you teach? 
11. What suggestions would you make for the betterment of the 
administration of school supplies in your school system? 
To School Supply Houses 
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1 . Approximately what per cent of annual school orders for instruc-
tional school supplies are received by your company: 
a. Before March 1st? b. Between Mar. 1st. and May 31st? 
c. Between June 1st and Aug. 31st? d. After Aug . 31st? 
2. Do schools effect a saving from your company by accepting 
delivery of supplies in advance of the normal buying period? YES J 
a. If your answer to # 2 is yes, about what pe r cent of 
discount? - - - - - - - - - - - - - - - - - -
3. What is the average amount of an order on which your company 
is asked to make competitive bids? $50 $100 $200 $300 
$ 400 $500 or more? - - - - - - - - - - - - - - - - - - - - $ __ 
4. What per cent of orders placed with your company are re-
quested to be packaged separately for individual teachers? 
a. Does your company provide this service for schools? YES 
b. Do schools generally take advantage of this service? YES 
5. Does there seem to be any evidence that Kan s as schools are 
placing their annual orders earlier now than they did five 
years ago? - - - - - - - - - - - - - - - - - - - - -
6. If annual school supp ly orders were placed with your com-
pany by March 1st, or April 1st, do you believe your com-
pany might: 
YES 1 
a. Render better service to schools? - - - - - - - - - - - YES 
b. Stabilize employment, thereby cutting down on overhead ? YES l 
c. Offer savings to schools because of the decreased ex-
penditures? - - - - - - - - - - - - - - YES l 
7. If your company is represented by salesmen, about what per 
cent of their calls are made by appointment from the schools? 
8. Does your company offer a discount for cash paid on 
delivery? - - - - - - - - - - - - - - - - -
a. If your answer to number 8 is yes, what per cent of 
discount is offered? - - - - - - - - - - - - - - - - - -
9. About what per cent of accounts for instructional supplies 
are paid within: 
a. Thirty days? 
c. Ninety days? 
b. Sixty days? __ 
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Surplus at Probable Phanges in 
End of This Shortage Need for 
Year This Year Next Year 
Approved by ••••...••• 
Prin. or head of Dept. 
Date .•..••...••. , 19 •• 
FIG. 1. Annual Supply Estimate for a School or a Department. 




Schedule of Estimated Supplies 
required by the School Department of the City of Chico, Cal-
ifornia, for the period of one year, commencing July 1, 
and ending June 30, __ , the Board of Bducation reservi_n_g--,-t~he 
right to use greater or less quantities than below stated. 
All goods are to be delivered at such times, in such quantities, 
and in such places (f.o.b.) Chico, a s may be required by the 
Board of ~ducation. 
Important 
All bids shall be clearly and distinctly written, with-
out any erasure or interlin eations, and the total amount of 
bid on each article must be carried out. If any bid shall 
have any erasure or interlineation, it will not be received 
or considered. 
All attached special supply or laboratory lists are 
hereby made a part hereof. 
Where a ggregate amount of bid is ~ji,500 .00 or over, a 
certified check covering 10 per cent of the total must 
accompany the bid. 
Note: This list specifies star dards or grades or articles 
desired. Equivalent material of other manufacture may be 
submitted but will be accepted for delivery by the Board 's 
regular purchasing committee only after approval of sample 
submitted. 
Bids must be filed by five o'clock P . M. _______ _ 
To the Honorable, 
The Board of ~ducation of the City of Chico 
Gentlemen: 
In compliance with your request, we hereby promise and 
agree to execute the contra ct specified herein to the satis-
faction of and under the supervision of the Board of ~duct ion 
of the City of Chico, at the prices given below. 
Signature of bidder, ______ _ 
Address _____________ _ 
FIG . 2 A Sample Bidder's Blank 
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............ , 19 . .. 
• . . . • . . • • • • • . . . • . Teacher ••.• Pupils on active roll 
..........• Room . .......... Grade • .....•.•..........•. Building 
For this month I shall need these supplies: 
QUANTITY QUANTI'.I'Y ITEM ARTICLE v' DON' T WRITE HERE 
NEEDED ON HAND No. 
Supplies received as checked Approved 
Teacher Principal 
When supplies are delivered check (v') in column provided 
and return this form to the principal. 
FIG. 3 Teacher's Requis ition Blank for Supplies. 
APPENDIX C 
Mr. Kenneth Kaufman 
Elementary Principal 
Medicine Lodge, Kansas 
Dear Mr. Kaufman : 
_____ , Kansas 
April 29, 19 53 
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I am returning your questionaire and wish to state that it 
seems to have considerable merit . Purchasing has been a 
major problem with me in every situation. 
I do not wish to be bothered too much with agents and yet 
a few can help a person out with difficult problems. I 
have narrowed my list down very much simply by not buying 
and they gradually become discouraged. We have found that 
our major purchases can be well handled locally and we 
actually save money . We buy through the local 11 variety 11 
store and he simply acts as a jobber and takes a small 
profit. Most of our men here will buy at cost plus 10 per 
cent if we buy enough to make it a regular practice. We do 
not buy at catalog or list price and then add 10 per cent as 
practiced regularly by one company. 
I am enclosing our order blank. I sign all orders except 
in an emergency and that seldom happens. Most of our 
supplies are bought in the summer, or placed for summer 
delivery, and we will buy at any time that the situation 
demands it. 
I am also enclosing a price sheet from a wholesale buyer 
in Denver. We buy from him and I can recommend his services 
and materials. He does not stock materials and every thing 
comes from the source of supply. Schools who do not purchase 
locally can save a lot by using Benedict 's buying service. 
I am interested in this problem and would be glad to have 
your study abstract when completed. 
Sincerely, 
Superintendent of Schools 
, Kansas -------
Mr . Kenneth Kaufman 
Box 31 
Medicine Lodge, Kansas 
Dear Mr . Kaufman : 
_____ , Kansas 
May 1, 1953 
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My position is a little different than in most schools 
our size since I am employed as Secretary- Business Manager 
for the Boards of Education and the buying of all supplies 
except the major items as furniture, stage curtains, etc., is 
my responsibility . In schools of thirty or more teachers or 
so it has been my experience it is certainly advantageous and 
considerable savings can be effected by having someone respon-
sible for a planned buying program rather than random buying 
by the Superintendent who possibly cannot have full knowledge 
of inventories, use of articles , etc ., because of time demand . 
( e still have stocks of some items here when I came 7 years 
ago . ) 
Most of our general teaching supplies are purchased 
from four l arge schoo l supply houses ad are constantly on 
the a l ert to obtain the quality of merchandise we need at the 
l owest price , much of which is made by the same manufacturer 
anyway . Most of our orders are mai l orders so we make 
constant catalog comparisons . We consolidate our ordering 
as much as we can to save time required to complete the 
transaction from the order to final payment and also to save 
on high freight and postage rates . We've greatly reduced 
the number of items carried in stock and try to get more 
people to use the same items where convenient. Teachers seem 
to like it when they know they can count on certain articles 
being available a ll the time rather than having to wait for 
something to be ordered for them . 
Prob l em of number of salesmen and time required can be 
a big one but we ' ve reduced it after salemen know our policy . 
If one woul d give every salesman a l ittler order of his 
special ty , one wou l d be using nothing but specials and teach-
ers wouldn ' t know what to count on to use . 
The problem of janitor supplies is probably the biggest 
in the school supp l y fie l d . We buy only from f~ctory ~ep: 
resenta t i v es r a t her than jobbers . A national line of Janitor 
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supplies can be mail ordered through general school supply 
houses and considerable saving can be effected over sales-
men's prices . One can purchase unlabeled finishes, etc. 
from manufacturers at less than SO per cent of cost of their 
11 Brand 11 line but since this is their "seconds", quality would 
probably not be uniform and it requires study before using 
it exclusively. However , one can expect the same condition 
if buying from jobbers since their product may vary depend-
ing on their source. 
I am interested in your finding s and will be glad to 
answer any other questions. 
Sincerely yours, 
Secretary-Business Manager , 
Board of Dducation 
------, Kansa s 
K. K. Kaufman 
114 E. 19th Street 
Hays, Kansas 
Dear Mr. Kaufman: 
School Supply Company A 
June 16, 1953 
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We are enclosing your form on the School Purchasing . 
Would be first to admit that some of t h e fi gures listed 
are not absolute but we have done our best. The answers 
to No. 1 were based on last years business. 
The difficulty in correct fi gures for No. 1 is that 
several large equipment orders falling within one g iven 
period alter the percen tage that should be reflected in 
g eneral buying . 
The answer to No. 9 was our estimate as we do not 
carry a tabulation such that we can g ive the exact per-
centage. 
Tran sportation charges have r · sen to such a hei ght 
that the schools could make a reasonab le saving by purchas-
ing in f rei ght shipments of not less than 100 l bs., wh en 
ever possible. If it is a frei ght shipment of less than 100 
lbs., they have to pay the 100 lb., rate. Postal and express 
rates are quite hi gh. 
Many of the schools tha t h ave accounts that run over 
30 day s is due to ne g lect. This is quite a factor to all 
school supply houses in that their accounts receivable are 
such that they have to be covered with borrowed money. 
There is a general felling among the sch ool supply houses 
t h at the schools should use bet t er methods in paying their 
bills more promptly. 
I doubt that there is a school supply house of any 
si~e that can do justice to the fall rush of business. 
Much of this is due to school administrators going into 
new positions and not being aware of their needs until t h at 
season, however quite a few wait until fall to place orders. 
Our company has a policy that every effort is made to ship 
orders within 24 hours after they are received, but this 
is stretched to almost two weeks in the fall, This is a 
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problem to the schools as in most cases they need delivery 
at once. 
Please do not feel that we are unhappy in this field 
of business as we are sincere in stating that we are of the 
opinion that we are doing business with the finest people 
in the world. 
You have chosen a very worthwhile field in which to 
make your study and like all others there is room for 
improvement in both the school and the supply house 
procedures . 
If we can be of further service in any way please 
do not hesitate to call on us. 
Yours very truly, 
School Supply Company A 
School Supply Company B 
June 1.5, 19 _53 
K. K. Kaufman 
114 East 19th Street 
Hays , Kansas 
Dear Mr. Kaufman: 
Attached herewith 
which we received 
we have executed. 
ceiving a copy of 
completed. 
please find questionnaire 
from you today and which 
We would appreciate re-
your survey when it is 
Trusting this is satisfactory to your require-
ments, we are 
Yours very truly, 
School Supply Company B 
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School Supply Company B . 
June 1 5, 19 53 
Mr . K. K. Kaufman 
114 East 19th Street 
Hays, Kans as 
Dear Mr . Kaufman: 
We are very happy to cooperate with you in your 
survey by filling out the enclosed form. 
Yes, we would appreciate receiving a copy of 
your survey. 
If we can be of f urther help, please let us 
know. 
Sincerely, 
School Supply Company C 
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School Supply Company D 
June 18, 19 S3 
Mr. K. K. Kaufman 
114 East 19th St r eet 
Hays, Kansas 
Dear Mr . Kaufman: 
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We are returning herewith your questionnaire, which indicates 
that you have already discovered a good many problems con-
nected with the purchase of supplies. 
It is difficult for us to give you actual break-dovms on 
all of these items since we make no actual tabulation of 
orders as to those which are equipment and those which are 
supplies, or those which may be orders for immediate needs 
instead of for annual needs. Some schools, as you are 
aware, buy from 11hand to mouth 11 all through the year. 
Some schools have money left over to their budget near the 
end of the school year and buy up to that extent, which 
may or may not be annual purchases. 
In the matter of cash discounts, school 3 are all supposed 
to be on a cash basis; therefore should not make much of 
this unless they can pay for them promptly and all of the 
prices are set up with the understanding that payment is 
forthcoming promptly. As a matter of fact, of course, 
many schools take many months to pay when the terms of 
sales are for payment within thirty days. The lax handling 
of payment of accounts by many schoolmen makes collections a 
problem where there should be none in the school industry. 
While credit losses are nil and no item is set up in over-
head markups to include credit losses, yet laxity on the 
part of schoolmen in both deeping their accounts and getting 
them cleared takes a considerable amount of time in the 
accounting department. 
Some people just completely ignore statements, some people 
don't have a board meeting for two or three months during 
the summer; and some of the smaller districts if they don't 
get the bills paid, they just let them hang over until 
they have a board meeting. Some schools get a statement 
and figure they don't owe it-and perhaps actually they do 
not, but they do not write in or make any kind of an 
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explanation so that it can be checked up until the thing has 
run along for three or four months; then you ge t down to 
putting on some pressure for collection, and they write back 
and say they didn't get it. Then you dig into your records 
and find out perhaps they are correct. School people have 
the reputation in all quarters of being notoriously poor· 
business people ; and there's no reason for it. The business 
part of their work is as important as other parts, in our 
estimation . 
Regarding the time of placement of orders, there has always 
been a tendency to delay until just before school is out or 
even after it is out, in placing annual school business; 
and then everyone wanting delivery in the month of August . 
This makes a tremendous peak problem, as you know, in ware-
housing and delivering. It also makes a problem for the 
c~stomer, in having merchandise run out, because neither 
distributors or manufacturers can always guess accurately 
on the demands for any particular item. During the last 
war and during the shortage period of the Korean situation, 
there was, of course, more of a tendency for schoolmen to 
order early in the year- in January, February, or March-
then take delivery when they could get it, to be sure they 
had the material . So it is not a question that they can't 
actually work out this matter to smooth it out, both for 
better service to themselves and the lowering of the peaks 
in the industry which ultimately would reflect in the 
lower overhead costs and lower prices to the schools. 
I wish you success in the writing of your paper, and if 
it is convenient to do so, we'd be happy to have a copy 
of it when it is ready, marked for the writer's attention. 
Very truly yours, 
School Supply Company D 
